OFFICE OF THE SECRETARY OF DEFENSE
WASHINGTON, DC 20301

Administration
& Management Novenber 14, 1988

ADM NI STRATI VE | NSTRUCTI ON NO. 31
SWBJECT : Equal Enpl oynent Opportunity (EE0) Program

References: (a) Admnistrative Instruction No. 31,“Equal Enpl oynent

Qopportunity, ” September 26, 1978 (hereby cancel ed)

(b) Administrative Instruction No. 18, “Federal Wnen' s
Programj;™ April 9, 1979 (hereby” cancel ed)

(c) DoD Directive 1440.1, “The DoD Civilian Equal
Enpl oynment Qopportunity (EE0) Program " My 21, 1987

(d) Secretary of Defense Multiple Addressee Menorandum
“Equal Enpl oyment Qpportunity (EE0) for Civilians
Wthin the Departnent of Defense, " March 9, 1988

(e) Deputy Assistant Secretary of Defense (Adm nistration)
Mul ti pl e Addressee Menorandum “Equal Enpl oynent
Qpportunity (EE0) Policy for Gvilians Wthin OSD and
Serviced Organi zations ,“ April 19, 1988

(f) Admnistrative Instruction No. 9, “Processing Conplaints
of Discrimnation,” January 11, 1979

A REISSUANCE AND PURPOSE

This Instruction:

1. Reissues reference (a), cancels reference (b), and inplenents references

(c), (d), and (e) to update policy and responsibilities for the Equal Enpl oynent
Qpportunity (EE0) Program Affirmative Enpl oynent Program (AEP}, and Feder al
Equal Qpportunity Recruitnment Program (FEORP).

2. Establishes the Affirmative Enploynent Work Group and the Ofice of the
Secretary of Defense (0sD) EEO Awards Program

B.  APPLICABILITY

This Instruction applies to the Ofice of the Secretary of Defense (0SD),
the Joint Chiefs of Staff (JCS), and all activities that receive admnistrative
support from Washi ngton Headquarters Services (WHS) (hereafter referred to
collectively as “OSD Conponents”).

C. DEFINTIONS

1. Affirmative Action. A tool to achieve equal enploynent opportunity.
A program of self-analysis, problemidentification, data collection, policy
statements, reporting systens, and elimnation of discrimnatory policies
and practices, past and present. Such a program does not contenplate and shal |
not include any preferential treatnent of any person on the basis of race,
color, national origin, religion, sex, age or handicap.




2. Affirmative Enpl oynment Program Plans (AEP Plans) . Formal witten plans
devel oped by the Equal Enpl oyment Qpportunity Ofice, Personnel and Security
Directorate, WHS and inplenented by OSD Conponents to identify the nmanifest
| mbal ance of mnorities, wonmen, handi capped individuals, and disabled veterans
and to establish nunerical goals to elimnate the inbalances.

3. Equal Employment Qpportunity (EEO0) Program A programto ensure
conpliance wth the law, to ensure EEQ, and to elimnate discrimnation in
recruitnent, selection, placement, awards recognition, and training based
on race, color, religion, sex, national origin, handicapping conditions,
or age.

4. Federal Equal Opportunity Recruitnent Program (FEORP). A program t hat
requires agencies to determne if mnorities and wonen are underrepresented in
t he Agency work force and, where a nanifest inbal ance exists, to inplement a
formal plan with specific «ecruitment aetions t0 ensure increased availability
of mnority and wonen candidates. This Program includes the Special Enphasis
Program (SEP).

5. Special Enphasis Programs (SEPs). Prograns established as integral parts

of the overall EEO programto enhance the enpl oyment, training, and advancenent
of a particular mnority group, wonen, or handi capped persons.

D. POLICY

It is OSD policy to:

1. Pronote equal opportunity in every aspect of personnel policy and
practice in the enployment, devel opnent, advancenent, and treatnent of
enpl oyees.

2. Develop and inplenent an affirnmative enploynent programto achieve
representative work force by overcom ng manifest inbalances of mnorities,
worren, handi capped individuals, and disabled veterans in every occupati onal
series and all grade |evels commensurate with the civilian |abor force repre-
sentation specified in Equal Enploynment Qpportunity Conm ssion and Ofice of
Personnel Managenent gui dance defined in DoD Directive 1440.1 (reference (c)).

3. Ensure that EEO program activities for mnorities, wonen, handi capped
i ndi vidual s, and disabled veterans are integrated fully into the personnel
managenent system

4. Prohibit discrimnation in enploynment because of race, color, religion,
sex, national origin, mental or physical handicap, or age.

5, Elimnate barriers and practices that inpede EEO for all enployees and
applicants for enploynent, including sexual harassment in the work force,
elimnate discrimnatory practices and architectural, transportation, and other
barriers affecting handi capped individuals.

E. RESPONSIBILITIES

1. The Director of Adm nistration and Managenent (DA&M), as the D rector

of

C vilian Equal Enpl oynment Opportuni sty (DCEEO), shall:
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a. Direct the EEO Program AEP, and FEORP within the Ofice of the
Secretary of Defense.

b. Monitor and evaluate the sufficiency of AEP nunerical objectives
of the OSD Conponents.

c. Ensure fair, inpartial, tinmely investigation, and resolution of
conplaints of discrimnation in enployment, including conplaints of sexua
harassnent .

d. Advise and represent the Secretary of Defense on EEO matters.

e. Admnister the EEO Awards Program (see enclosure 1).

f.  Establish the Affirmative Enpl oynent Work G oup (see enclosure 2).

2. The Director of Personnel and Security, WHS, as the Cvilian Equal

Enpl oyment Qpportunity Oficer (CEE00), shall assist the DCEEO in his responsi-
bilities. Additionally, the CEE0O shall:

a. Devel op and coordinate AEP Plans for subm ssion to OPM and EECC

b. Provide a continuing EEO educational program including training
in the prevention of sexual harassment, for civilian and nmilitary supervisors.

c. Ensure that OSD Conponents establish upward mobility or other |ong-
termtraining programs to provide career enhancenent for targeted group nenbers.
These prograns shall be consistent wth managenent expectations of future needs,
shal | be targeted to occupational series where denonstrabl e inbal ances exist,
and where there is a likelihood of vacancies occurring, e.g. , scientific and
engi neering positions.

d. Ensure that realistic AEP numerical goals which provide for
significant continuing increase in the percentage of targeted group nembers
in entry, mddle, and high grade positions in all OSD Conponents and occupa-
tional series are.set and acconplished until the overall OSD goal is net
and sustai ned.

e. Dissemnate information and provide advice on EEO and AEP to
managers, supervisors, and enployees to ensure their understanding, to enlist
their cooperation in neeting goals and to ensure that AEP plans are inplenented.

f. Provide AEP Plans to enployees and their representatives.

g. Develop procedures and inplenment a systemfor investigating and
resol ving conpl aints of enploynent discrimnation (Admnistrative Instruction
No. 9 (reference (f)).

h. Ensure fair, inpartial, tinely investigation and resolution of
conplaints of discrimnation in enmployment, including conplaints of sexua
harassment .



i, Adm nister the FEORP that includes SEP Managers for the Bl ack
Enpl oynent Program (BEP), Federal Wnen's Program (F¥wp), Handi capped

| ndi vidual s Program (H P), and the H spanic Enpl oyment Program (HEP) (see
encl osure 3).

j. Ensure that OSD Conponents establish focused external recruitnent
prograns to produce enploynent applications from nenbers of targeted groups
who are qualified to conpete with OSD enpl oyees for positions at all grade
| evels and in all occupational series.

k. Provide educational and training opportunities, consistent wth
merit staffing principles, to all enployees through on-the-job training, work
study progranms, formal classroom training, and participation in professional
meetings and conferences.

1. Provide OSD representation to the Interagency Conmttee on
Handi capped Enpl oyees and the Interagency Commttee for Conputer Support
of Handi capped Enpl oyees.

3. Heads of OSD Conponents shall:

a. Ensure that EEO policies are dissem nated w dely, understood, and
| mpl emented at all levels within their organizations,

b. Set realistic AEP nunerical goals and notivate nanagers and super-
visors to nmeet the goals until their overall Conponent objectives are net and
sust ai ned.

c. Ensure that targeted group nenbers receive full consideration for
enpl oyment at all grade levels and in all occupational series, with special
enphasis on md-level, high grade, and executive |evel positions, including
SES positions.

d. Require that EEO be a critical job elenent in the perfornmance
appraisals of all supervisors, managers, and enployees wth EEO responsi -
bilities.

e. Establish AEP goals, upward nobility, and other prograns and
nmoti vate managers and supervisors to ensure that nmenbers of targeted groups
are provided opportunities for career advancement. Prograns shall focus
on occupational series that are underrepresented, e.g., scientific and
engi neering positions.

f. Designate an Affirmative Enploynent Wrk G oup representative.

g. Designate SEP coordinators to assist in the inplenentation of
t he FEORP.

h. Participate in the OSD EEO Awards Program

i, Ensure fair, inpartial, tinely investigation, and resolution of
conplaints of discrimnation in enploynent, including conplaints of sexual
harassnent.
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4. Supervisors and Mnagers shall:

a. Ensure that all enployees and applicants for enploynent are treated
in a manner free of discrimnation in all aspects of the enployment process.

b. Ensure that EEO principles are integrated into the personnel nmanage-
Dent process and that EEO principles are considered in enploynent decisions,
such as pronotions, reassignnent, training, awards, and other personnel actions
and deci sions.

c. Maximze the current skills of all enployees wherever possible
t hrough management actions such as reassigning work, detailing and establishing
upward nmobility positions, and exam ning existing position descriptions to
determne if they are current and equitable.

d. Ensure fair, impartial, tinmely investigation, and resolution of
conplaints of discrimnation in enploynment, including conplaints of sexua
harassnent .

e. Take appropriate action to prevent and ultimately elimnate sexual
harassment in the work place.

f.  Support and attend program activities for targeted group nenbers,
such as meetings, workshops, conferences, job fairs, and conmmunity relations
activities.

g. Mnitor acconplishments of EEO and AEP objectives.

5. Enpl oyees shall:

a. Be aware of the EEO policy, AEP, and policies on the prevention of
sexual harassment.

b. Informtheir supervisors of perceived differential treatnent so
that the problem may be corrected.

c. Treat their co-workers, peers, and supervisors with dignity and in
confornmance wth EEO policy.

F.  EFFECTI VE DATE

This Instruction is effective imediately.

(40 ) B

A~-D. O Cooke
7 Director

Encl osures 3
1. OsD EEO Awards Program
2. Affirmative Enployment Work G oup
3. Special Enphasis Prograns
5
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GSD _EEO AWARDS PROGRAM

A PURPOSE

The OSD EEO Awards Programis designed to give recognition to supervisors
and managers whose efforts and contributions in furtherance of the goals and
obj ectives of the EEO program and AEp have been so exenplary and significant
that they are deserving of special honor and prai se.

B.  AWARDS CRI TERI A

Sel ections for Awards shall be based on denonstrated achi evements in one or
more of the follow ng endeavors:

1. Qutstandi ng results i n selecting.or pronoting nenbers of targeted groups
consistent with nerit principles.

2. Qutstanding efforts or support in ensuring that nenbers of targeted
groups received educational opportunities or training.

3. Qutstanding acconplishnments in using menbers of targeted groups to their
fullest abilities or assigning underutilized menbers of targeted groups who are
qualified to higher positions.

4, Exenplary or noteworthy participation in organizations or activities
resulting in inprovenents in EEO or affirmative enployment for menbers of
targeted groups.

C. NOM NATI ON PROCEDURES

1. Nomnations for the OSD EEO Awards shall cover the period from Cctober 1
t hrough Septenber 30 and shall be submtted by the Heads of OSD Conponents to
the Director of Admnistration and Management by the follow ng November 1.

2. A narrative on the achievenents of each nom nee should not exceed two
typed pages consisting of the follow ng docunentation:

a. Facts supporting the achievenents.
b. Results obtained in a specific endeavor.
c. The period covered.
d. Statistical data, when appropriate.
3. Nominations nust Oeet the Awards Criteria in section B., above.

D.  SELECTI ON OF AWARD W NNERS

An ad hoc conmittee shall be established by the CEEQO to review the
nom nations and subnit the final recomendations to the DCEEO for selection
and notification of the final w nners.

1-1



E. AWARDS AND PRESENTATI ONS

1. Award wnners shall receive a Certificate of Achievenent signed by DCEEO,
along wth an engraved plaque.

2. The Awards shall be presented to the winners at the annual Martin Luther
King, Jr. Breakfast in January of each year.

1-2
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AFFI RVATI VE EMPLOYMENT WORK GROUP

A PURPGSE

The purpose of the Affirmative Enpl oyment Work Goup is to:
1. Devel op AEP gui dance to assist managers and supervisors.

2. ldentify problemareas in the OSD Conponents by targeted groups and
occupational series and devel op recommendations for resolving the problens.

3. Provide a forumfor exchange of information and ideas about the EEO
Program

4. Provide a focal point for devel opi ng 0sD-wide EEO activities.

B. MEMBERSH P AND ORGANI ZATI ON

1. Menbership of the Affirmative Enployment Work G oup shall consist of
the follow ng individuals:

a. The CEEQO, or designee, as chair.

b. A representative at the managerial or supervisory level from each
CSD Conponent .

c. SEP Managers.

2. The Affirmative Enpl oyment Work G oup shall neet quarterly.

2-1
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SPECI AL EMPHASI S PROGRAMS (SEPs )

A. The SEPS are an integral Eart of the FEORP and AEP to enhance the enpl oynent,
training, and advancement of inority groups, women, and handi capped i ndividuals.

B. SEP MANAGERS

1. The SEP Managers shall be appointed by the DCEEO for at |east two years
on a collateral duty basis (normally 20% of official duty tine). SEP Managers
for the Ofice of the Secretary of Defense are as follows:

a. Black Enploynent Program Manager (BEPM)

b.  Federal Women's Program Manager (FWPM)

¢. Handi capped Individual s Program Manager (HIPM)
d. H spanic Enployment Program Manager (HEPM)

2. At his or her discretion, the DCEEO shal|l establish additional SEP
Managers under the FEORP, i.e., the Asian/Pacific Islanders Program Manager and
the Anerican Indian/Alaskan Native Enploynent Program Manager

3. Responsibilities

Under the supervision of the CEE0O or designee, SEP Managers shall:

a. Assist in developing, inplenmenting, and evaluating the AEP to ensure
inclusion of goals directed toward recruitment, enployment, and advancenent of
targeted groups.

b. Advise the CEE00 or designee on matters affecting the enploynment and
advancenent of targeted groups.

c. Initiate and maintain positive contacts with other Government
Agencies and private organizations; such as professional aroups, colleges,
and universities that are concerned with or have an interest in the enpl oynent
and career advancement of targeted groups.

d.  Prepare and submt quarterly reports to the CEE00 or designee and
present briefings.

e. Assist in counseling of menbers of targeted groups about career
opportunities and encourage themto participate in self-devel opnent and
continui ng education.

f.  Encourage management to use the Upward Mbility Program and
restructure positions to provide opportunities for enployees who are in | ower
grades or dead-end positions to progress to their highest potential.

g. Increase management’ s awareness of the econom ¢ advantages of
fully using the talents of all enployees.
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h.  Monitor and evaluate OSD staffing efforts to identify barriers and
| npedi nents to the recruitnent of nmenbers of targeted groups.

i. Help identify, nodify or elimnate inaPProPriate selection criteria
that have an adverse inpact on targeted groups, especially those individuals
wth a disability of 30% or nore.

j. Establish and maintain a working conmmttee conprised of SEP co-

ordinators from OSD Conponents to collect and dissem nate information, sponsor
wor kshops sem nars, and organi ze and participate in special events for the SEP.
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